












Accounting / Bookkeeping

Following up for Documents - Invoices/Check Stubs/Bank Statement 
over Emails/Calls etc

Downloading Bank Statement or Documents from Portal or Email & 
Putting it in respective folders

Receiving or Scanning Documents received physically

Document Management of Scanned/Downloaded/Email 
Documents - Managing Historical Records

Email/Phone - Communication with Clients for Missing 
Info/Documents/Others

Personal Meeting clients - Handing over documents

Preparing a Spreadsheet/CSV for Importing into QB

Reconciling Bank Daily / Monthly / Quarterly

Accounts Payable : Entering Invoices of Vendors/Itemwise 
Coding/Reconciling Vendor Account/Paying Vendors

Accounts Payable : Managing Credit Period | Making Electronic 
Payment/ACH | Getting checks Print Ready,Responding to Vendor 
Queries

Accounts Receivable: Entering and Preparing Invoices for 
Clients/Managing Account Statement/Maintaining Billing System & 
Sending Email-Follow ups

Accounts Receivable: Debtor Reconciliations/Managing Credit 
Period - Collection - Pricing/Follow up with Debtors,Clients etc

Whether daily/monthly/quarterly or real-time/after the fact 
accounting & bookkeeping, offshore staff can help in everything.



Accounting / Bookkeeping

Catch Up Work - Migration of Old data, Software Change, Old 
Document arranging or any other work or Project Work

Month End Closing - Adjusting Prepaid - Accrual, Coding Expense 
correctly, Reconciled Bank & Credit Cards, Remove any AMAs

Month End Closing - Reconciling Intra Company or Intra Bank 
Transactions, Depreciation - Prepare Profit & Loss, Balance Sheet & 
Cash flow statement for review

Coding and Preparation of Uniform Chart of Accounts (Creating 
Asset, Liability, Revenue & Expense as necessary)

Manually Matching Transactions - Creating Rules for recurring 
transactions

Managing Accounts of Subsidiaries and Group Companies

W-9 Forms Collection and Compilation

1099 Preparation, Submission & Issuance. (Payee, IRS & State Tax 
Department)

Entering Adjusting Journal Entries - Based on Analysis

Reviewing - Monthly/Quarterly Bookkeeping

Reviewing - General Ledger Balances for Work Completion and 
Clearing AMAs

Client Onboarding and Setting up Clients on QB or Other 
Accounting Software

Monthly - Account Reconciliation - Vendor/Debtor Reconciliatons

Whether daily/monthly/quarterly or real-time/after the fact 
accounting & bookkeeping, offshore staff can help in everything.



Accounting / Bookkeeping

Real-Time Accounting - Preparing and Issuing Purchase 
Orders/Invoices - Mapping Purchase - Itemwise coding - Creating 
Masters

Real-Time Accounting - Invoicing Client or Debtors/Managing 
Inventory/Adjusting Discount/Returns/Bad Debts/Debit Notes/Setting 
them up in System,Reconciling

Real-Time Accounting - Creating Chart of Accounts,Fixed Assets 
Maitenance & Depreciation Calculations

Real-Time Accounting - Reporting of Daily Balances/ Sales/ 
Purchase, Keeping Track of Payment, Invoices,Expenses, Product 
Costing/Job Costing Set up

Producing Monthly Financial Reports as per the Process

Preparation & Review Budgets and Forecast as per business needs

Preparation & Review Financial Statements & Cash Flow

Preparation & Review of Management Reports 

Analysis on Job Costing/Product Costing/Working Capital 
Management/AR & AP/Profitabililty etc

Preparing Standard Checklist or Process Document to help clients in 
improving in their operations

Whether daily/monthly/quarterly or real-time/after the fact 
accounting & bookkeeping, offshore staff can help in everything.

Reporting/CFO Support
All financial reporting/support task for management & CFO.



Help in preparing SOPs

Document/Report Important Observations/Variances with 
meaningful Insights

Financial Statement Comparative Analysis & Budget v/s Actual, 
Cashflow, Past Years, Costing, Sales etc

Assisting and Support in CFO works and General Financial 
Management & Analysis

Tax Based Annual Write Ups - Collecting All the Bank 
Statements/Credit Card Statements/Check Stubs/Invoices etc

Preparing a Spreadsheet/CSV for Importing into QB 
(Monthly/Quarterly/Yearly)

Entering Adjusting Journal Entries - For Reconciling Books with 
Bank/Credit Card, Entering Intra Company Transfer, Depreciation, 
Meals & Entertainment, Insurance, Lease adjustment, Payroll & Sales 
Tax Reconciliations and specific entries to business

Preparing Fixed Assets/Amortization Schedules

Following Up for Missing Information - Pending Items from Clients Email

Tax Coding the Accounts for preparing a Trial Balance for Tax Returns

Reporting/CFO Support
All financial reporting/support task for management & CFO.

Annual Write-ups



Getting the Trial Balance Ready for Inputting the same in the Tax 
software

Inputting Final Trial Balance to the Tax software for tax returns

Tax Adjustments in Tax software

Sales Report Preparation - (Internal Sales Report from POS/ERP) - 
Checking Returns/Credit Note/Discounts etc.

Posting/Reconciling Sales Report with QB or Account System

Preparation & Review of Sales / Use Tax Computation

Setting up and Payment of Sales / Use Tax on State Website/Platform

Monthly/Quarterly/Annually Sales Tax Filing & Compliances

Reconciliation of Sales / Use Tax with Books of Accounts

Sales / Use Tax Audit Preparation/Assistance if any

Sales / Use Tax Back Tax Calculations if any

Annual Write-ups

Sales / Use Tax



Setting up Employee and its Master

Posting Daily / Weekly / Monthly Time Cards

Following up with Clients on Time Cards Queries/Resignation or 
Removal/New Employee etc (Email/Phone)

Preparation of Real Time Payroll Computation 

Email - Phone Follow ups

Review of Payroll Computation - Alongwith all the break ups and 
Government Tax/Deductions

Pay Check / Pay Stubs Preparation

Pay Check / Pay Stubs Printing and Issuance

Filling of 940 / 941 Payroll Compliances

Filing State Form & State Compliances

Reconciliation of Payroll with Books of Accounts

W-2 Preparation, Submission & Issuance (Social Security, IRS, 
Employee)

Form W-4 Review and Determine the amount of tax withholding to 
deduct from employees' wages

EFTPS Set up and Payment

Working with Payroll Software or Payroll Processing Company

Whether weekly/biweekly/monthly or real-time/after the fact 
payroll, offshore staff can help in everything including compliances

Payroll





Work Paper Management: Compiling and Bookmarking the 
Documents along with Source Documents

Preparing Tax Projection / Estimates on the basis of current year & 
last year numbers as required

Making Payment of Advance Tax as per client requirements

Preparation and Review of Book to Tax Adjustment Enteries

Preparation & Review of Individual Tax Returns (Federal (1040 - 
1040NR), State , City)

Prepartion & Review of Corporate Tax Returns (Federal (1065, 1120, 
1120S) State , City)

Other Tax Form Preparation & Review Filling 990, 1041

Preparing and Filing of FBAR forms

Preparing and Filing Information Returns/Form like 5471/5472/2555

Other Tax Forms Preparations and Reviews

Tax Preparation/Planning/Projection





Sending the Engagement Proposal

Getting Engagement Signed - Following up

Email & Phone Follow up for the required document as per the 
checklist (Like Prior Year QB File, Tax Returns Copy Business & 
Personal, Incorporation Documents etc)

Incorporating Entity if required and Getting the required 
documentation prepared and aligned. (Operating Agreement etc)

Setting them up QB or Other Accounting or Tax Software

Setting them up in the Billing System or Other software

Migration of Software or Data if required or Any Catch up work

Setting up New Entity/Chart of Accounts

Yearly Minutes Shareholder

Yearly Minutes of Director

Notice of Meetings

Waiver of Notice of Meetings

Yearly State Filings/Form submission

New Client Onboarding

Corporate Compliances



Internal Firm Accounting / Budgeting

Internal Invoicing of the firms to the clients as per engagement/firm's 
policies

Data Entry task for Contact Management/Additions

Prospect Meeting Research

Managing Contact List & Database Management

Updating Client Database with New Client Information

Live Chat Management - On Website

Managing Email Inboxes for Partners & Managers & General Email

Managing Calendars & Setting Up Meetings for Partners & Managers

Managing Social Media Updates

Firms' Account Receivable Management : Billing (Timesheet 
Updation) and Collection/Reconciliations/Outstanding Client Follow 
ups

Optimising and Updating Workflow

Firms' Accounts Payable Management : Vendor Management and 
Its Payments

Executive Administration & Support

Managing - Firms Online Portal, Sorting Documents, Emails, 
Documents

Administrative Task



Calendar Management 
(Scheduling/Updating/Confirming/Canceling Meetings and Due 
Date Management)

Following with Clients on Documentation etc.

Call Answering and Taking Messages

Document Management: Arranging Scanned Documents

Document Management: Arranging Email Documents

Document Management: Arranging / Downloading Documents

Client Email Follow Ups for Standard Documents / Arranging a 
Meeting / Collecting Missing Information

Client Phone Follow Ups for Standard Documents / Arranging a 
Meeting / Collecting Missing Information

Client Engagement Signing/8879 Signing

Arranging and Sending Client Organizer

CPE Hours Credit and Management

Organising Travel Arrangements

Sending - E-Newsletters

Preparing and Sending Proposals/Engagement

Administrative Task



In Nutshell all Desktop Based Work can be done by Staff 
Member(70%)/No field work

Preparing Financial Statements that are in compliance with GAAP for 
Compilation

Review Financial Statements that are in compliance with GAAP for 
Audit & Review purpose

Comparsion of Financial Statements with Previous Periods and 
Identifying Items which are new in current years or missing in current 
year or classified/eclassified or inappropriate variance from last 
years etc.

Preparation of different Exce/Software based work Papers with 
comparison to Previous Year.

Confirmation of Balance with Third parties via Emails/Phone.

Performing Substantive Test in Audit Procedure (For Example)

Issue a bank confirmation to test ending cash balances

Contact customers to confirm that accounts receivable balances 
are correct

Observe the period-end physical inventory count

Physical verification or validity of inventory & records

Confirm the validity of inventory valuation calculations

Confirm with experts that the fair values assigned to assets obtained 
through a business combination are reasonable

Audit/Review/Compilation/
Agreed Upon Procedures



Physically match fixed assets to fixed asset records

Contact suppliers to confirm that accounts payable balances are 
correct

Contact lenders to confirm that loan balances are correct

Review board of directors minutes to verify the existence of 
approved dividends

Preparing and Keeping Audit/Review Documentation/Work papers 
like

Analyses conducted & review performed

Audit plans

Checklists

Confirmation letters

Memoranda and correspondence regarding issues found

Representation letters

Summaries of significant findings

Questionnaires for which the client provided answers

Preparing Documentation for Peer Review (as per checklist)

Compilation and Preparation of FS.

Entering adjustment transactions to the General Ledger/Journal 
Entries

Preparing Financial Statement from Trial Balance (As per SSARS-21)

Audit/Review/Compilation/
Agreed Upon Procedures



Preparing WorkPapers/Reports in Excel/Words or Audit Software/ 
Engagement Tools like Caseware, Advance flow or Checkpoint 
Engagement of TR, PPC etc

Performing Review of Financial Statements 

Read the financial statements to see if they appear to conform with 
the applicable financial reporting framework

Conduct a ratio analysis with historical, forecasted, and industry 
results

Investigate findings that appear to be inconsistent

Inquire about the procedures for recording accounting transactions

Investigate unusual or complex situations that may impact reported 
results

Investigate significant transactions occurring near the end of the 
accounting period

Follow up on questions that arose during previous reviews

Inquire about material events that occurred after the date of the 
financial statements

Investigate significant journal entries

Review communications from regulatory agencies

Review the management reports of any accountants who reviewed 
or audited the entity's financial statements in prior periods

Audit/Review/Compilation/
Agreed Upon Procedures



Greater Relevance Post Pandemic

The outbreak of the global pandemic has pushed the 
accounting firms to adapt to remote working faster 
compared to what they would do in a whole decade. The 
numbers clearly suggest that now remote working has 
become the buzzword for the industry.

From our experience of having worked with 500+ 
Accounting firms globally, as we listed out the whole list of 
tasks that can be done by an offshore staff, we can easily 
conclude that your offshore staff can easily and seamlessly 
perform 80%-90% of the tasks that your onshore staff can do.

Here’s what the offshore staff can’t do:
   Accepting or delivering document in person
   Meeting in person
   (can still connect via email/video call/phone calls/texts)
   On-site work
   Final Review, CFO and other high level decisions

1 in 25 worked remotely half
time or more

PRE COVID 19

11 in 20 hold a position
compatible with remote
working

POST COVID 19
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